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This QRG should be used in conjunction with the USAP Guide for Senior Executives and the 

USAP Guide for Rating Officials located on the USA Performance Resources and Training page. 
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1. Login. 

 
2. Home page will display. 

 

3. Click the dropdown arrow next to your user name and select Act As Proxy. 

 

 
 

4. Act As Proxy box will open. Click the Select User To Proxy dropdown and select the name 

you will proxy. 

 

 
 

 
TIP: Proxies can be assigned by any USA Performance user. Assignments may include individuals 

designated to perform administrative functions. Proxy users cannot sign performance plans. 

Proxy users can log into USA Performance on behalf of an Executive or Rating Official to edit 

aspects of their or their subordinate’s performance plan. This includes appraisal period, 

performance requirements, weights, and strategic alignment.  


